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About this Course

About this Course

ThisInstructorled Training (ILT) course introduces Sandaéatronic Visit Verification (EVV) and

is designed to facilitate trainingn the useof the system The instructor will usthis guide to lead
each lesson with an overview of the topic in question, followed by a demonstration and-hands
on practice of the skills rpiired to execute activities withiBandateEVV

Course Duration

The estimate time for this course is 1 day

Pefformance Objectives

1 NavigateSandata EVV

1 Use the Security module to:
- Create and modify users
- Assign and modify roles/privileges to users
- Delete/Reactivate users
- Reset user passwords
- Create roles and assign privileges
- Change a password

i UseData Entryto:
- Manually input and maintain both clients and employees
- Delete/Reactivate clients and employees

1 Manually input and maintain both clients and employees
1 Delete/Reactivate clients and employees

1 Explain the purpose and basimttionality of Sandata Mol&@lConnec{SMG and
Telephonic Visit Verification (TVV)

1 Use the Dashboard module to view reghe exceptions

1 Use the Visit Maintenance module to manage, correct visit exceptions and add manual
visit, as necessary

1 Know the diference between Daily and DaRange reports

1 Run both Daily and Date Range reports

6/11/2020 Agency ProvideParticipant Guide Page



9 Sandalta

TECHNOLOGIES

About this Course

ConventiondJsed in this Document

Convention | Description

Bold Text Used to alert a selection to be made or name of a field.

Used to indicate an external tool or suppgetg. referenceénformation) for
instructors or participants.

é%j’ Used to indicate workflow.
TR
!% Use to highlight any risk management points.
i

@ Used to highlight a key point of which the user should take notice.

A ) Used to indicate a tip and/or shortcut.

Used toindicate instructor demonstration.

Used to indicate participant should follow along with the instructor.

Used to indicate participant should perform exercise independently.

Pageii Agency Provider Participant Guide 6/11/2020
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About this Course

Course Agenda

Minutes Module

10

Course Introduction

15

Program Overview

System Overview

1 Loginto Sandata EVV
1 Navigation

f Common Functionality

40

Security (Office Staff)
 Manage Users

9 Creating Users

1 Alert Settings

45

Client Module
1 Client Entry and Edit

30

Employee Module
1 EmployeeEntry and Edit

45

Schedulig Module
i Creating and editing schedules
1 Recurring schedule templates

30

SMC/TVV
9 Device Calln/CallOut
9 Telephony Calin/CaltOut

75

Visit Maintenance

1 Accessing Visit Maintenance

1 Understanding Filter and SdBtptions

1 Understanding Visit Exceptions

I Revewing and Resolving Visit Exceptions

60

Group Visits
T SMC/TvV
 Visit Maintenance

20

Reports

1 Accessing Reports

1 Reviewing Report Types
i Exporting Report Types

30

Wrap-up
1 Assessment & Evaluation
T Wrap-up Assessment

6/11/2020
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About this Course

i Training Evaluation
1 Next Steps

90 Lunch andBreaks

505 Total Course Time
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About this Course

OverviewObjectives

This training is an tdepth review of the Sandat&VVenvironment pointing out features
structure and requirements. In this session, we will cover the following topics:

1 Accessing and gging on and ofandateEVV

1 Using features and functions to navig&andata EVV
1 User Seup and Security

9 Data Input into Sandata E\0\dients andEmployees
1 Scheduling; creating and editing schedules

1 SMCand TVV

1 Digital Dashboard and Visit Maintenance

1 Billing

1 Accessingeports

The goal of thidraining is to present the functionality oSandata EV¥nd to bcus on the
concepts of how Sarada EVMendssupportin doingvisitactivities.
This class will be a combination of classroom instruction, handouts and practicesegeAt the

end of the session, you will be asked to complete a Training Assessment exercise to reinforce the
skills leaned today, as well as an online training evaluation.

C2NJ GKS GNIAYyAy3d SESNDAaSaz ¢S Qfrfrainim ®/e will RI G |
not use real clients; therefore, the data cannot be harmed. The training database is a close copy
of the production systembut clients and examples have been added to use during classes.

6/11/2020 Agency Provider Participant Guide Pagev
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Program Overviev

1 Program Overview

Module Time

15 minutes
This ésson introduces th&ectronic Visit VerificatiogEVV )program.it
provides an overview of the benefits and its core functionality.

Module Objectives
After completing this lesson, you will be able to:
1 describethe 215 Century Cures Act; and
1 describe theprogram objectives and the services under the

program.

6/11/2020 Agency Provider Participant Guide Pagelcl
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Key Terminology

Definition

Term/Acronym

Aggregator

Central data store for Sandata EVV and alternate data collection EVV sysi

Alternate EV\Bystem

AnyEVWWA @ 4G SY GKIG A& y2G {FyRFGlQa

EVV

Electonic Visit Verification

Feefor-Service (FFS)

Apayment model under which a provider is paid for every Medicaid eligible
service rendered to the recipient.

Sandata Mobile

{ I ¥ R ImdbHeQisit verificationapplication

Connect (SMC

Sandata EVV Sandatarechnologie&lectronic Visit Verification system

Telephoric Visit - - . .
Verification(TVV) Systenused to record visit data and veriiton whenSMGs not available

Pagelg2

Agency Provider Participant Guide 6/11/2020
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Program Overviev

Introduction

Congress established a Januafy, 2020 requirement for all states to use arWK system, in
accordance with the Z1Century Cures Act.

EVVis an electronic system that verifies when provider visits occur and documents the precise
time services begin and enthe Sandata EVV systesrprovidedree-of-charge for all providers

Progam Objectives

1 Promote quality outcomes farlients (Quality of Care)

Ensurethe health and welfare o€lients choosing to receive lortgrm services
and support where they liv®r otherwise receivearein the community

1 Reduce billing errors and containsts Programintegrity)

- Improved payment accuracy by using technology to match data on claims with
data in service documentation (e.¢ime and duration of visit)

6/11/2020 Agency Provider Participant Guide Pagelc3
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System Overviev

2 SystemOverview

Module Time
15 minutes
This lesson demonstrates how to log in to Sanday .

6/11/2020

Module Objectives
After completingthis lesson, you will be able to:

il
il
1

T

access and log in to Sandata EVV

reset passwors,

navigate Sandata EVV (with/withoutm&ricansDisabilities Act
(ADA)support} and

define common functions withiSandata EV.V

Agency Provider Participant Guide Page2cl
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System Overview

KeyTerminology

Term Definition

Americans with The Americaswith Disabilities Act of 1990 is a civil rights law that
Disabilities Act (ADA)  prohibits discrimination based on disability.

JobAccess With Speect Job Access With Speech is a computerestreader program for

(JAWS) Microsoft Windows that allows blind and visually impaitesgrs to read
the screen either with a textio-speech output or by a refreshable Braille
display

Page2¢2 Agency Provider Participant Guide 6/11/2020
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Introduction

This document details the functionalitf SandateEVV It is aweb-based system accessed via
Internet Explorer, Mozilla Firefax Google Chrome web browsers. It allows for client/employee
data entry, paperless review/approval of visits and reporting.

Browser Requirements

Sandata supports the current and prior majeteases of Microsoft lernet Explorer, Mozilla
Firefoxand Gogle Chrome on a rolling basis. We then discontinue support for the-thost
recent major release. This policy to support modern browsers allows us to take advantage of the
most recent effiaéncies in the browsers to maximize the user experience andesisaore our
solutions are running on the most recent security and performance updates.

Overview

Sandata EVonsists often (10) sections. This document is divided into the following major
secions:

1 Navigate Modules
1 Security

1 Clients

1 Employees

1 Scheduling

1 SMC/TVV

9 Dashboard

1 Visit Maintenance
1 Billing

9 Reports

6/11/2020 Agency Provider Participant Guide Page2¢3
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Login Screen

How to Log In

System security requires that you log on using the PRlvided in the Welcome KitThe
Welcome Kit is provided upocompletion of training.

Follow the steps belowo log in to Sandata EVV for the first time:

1 Agency EVV Security Administratarse the credentials received in the Welcome Kit
and clicklOGIN

1 All other Userg enter the credentials provided by the AggnEVV Security
Administrator and click OGIN

1. AGENCYc Example: STX#### (####

account number) S d t
2. USERNAME The username is the an a a

email address used when creating a

system user (username is not case
sensitive). AGENC o

3. PASSWORBMust be at leastwelve 3TX
characters lag, have at least one e
upper case, one lower case letter, or | “FHE
YdzZYSNRA O OKIF N¥ OGS Enter Username

character (@#%$%"). The password i
case sensitive. PASSWORD e

4, REMEMBER MEWhen enabled, this Enter Password -
checkbox will preserve the last Agen
and Username entered. H o

Forgot Password?

2 2017 S5andata Technologies, LLC

v REMEMBER MEWhen checked, preserves the lasternameentered.

Page2c4 Agency Provider Participant Guide 6/11/2020
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How to Reset a Forgotten Password

Passwordsieed to be reset at regular intervals, basedEwVPProgram requirementsA user will
beginreceiving prompts 10 daysefore their password expiration date to reset the password.

There can be times when a password is forgotten and it is necessagdbthe passworde.g.,
a new user forgets what they set as their password during the initigth lprocess).

1. ClickForgd PasswordA window opens to enter the email address to receive a

temporary password.
Sandata

AGENCY

STX

USERMAME

Enter Username

PASSWORD

Enter Password @

REMEMEER ME

Forgot Password?

© 2017 Sandata Technologies, LLC

2. Enter theEMAIL ADDRE®$ername) used to log in.

Sandata

EMAIL ADDRESS

Enter Email Address

RESET PASSWORD

Back to Login

© 2017 Sandata Technologies, LLC

6/11/2020 Agency Provider Participant Guide Page2¢h
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3. CIlickRESET PASSWORDBe system sends an email with a temporary password
4. ClickBack toLogin TheLoginscreendisplays.

Sandata

Change Password

OLD PASEWORD™

Enter Old Password -

MEW PASSWORD™

Enter New Password &

CONFIRM MEW PASSWORD™

Confirm New Password &

MNote: Password is case sensitive

& 2017 Sandata Technologies, LLC

Enterthe temporary password in th@LD PASSWORDeld.
Create and enter a new password in tNREW PASSWORDeld.
Reenter the password in th€ONFIRM NEW PASSWO®RE.
ClickSAVE

© N o O

Page2¢6 Agency Provider Participant Guide 6/11/2020
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Navigating Sandata EVV

After sucessful login, th®ashbard screen displays.

Dashboard pashbeard

- | @ LoGouT
Filter Options

No Shows Unknown Clients Unknown Employees Unscheduled Visits

2 0 0 0

@ Billing

| Reports and Exports ™

ADA Navigation Support

Sandata EV¥an be navigated usingnly the keyboard. It is also Job Access With Spéaailvy

Reader complianBelow is theVisit Maintenancescreen. Thé/isit Maintenancescreen displays
immediately after Ig in.

1. Using the Jal> key to move through the system, the links below display individually.
They allow you to skip the navigation options and begin with the main content.

igati d go to Main Conten

Sandaﬁtv@

D" - aso El n - @ LOG OUT
Select a Visit CREATE CALL
Q Navigate Modules
SR oae o
= Enter Client Enter Employee

Select visit Status ~

Show advanced filter options

60 to top of Main Content

2. ClickingNavigate Moduleon the Navigationpanel opens théNavigate Moduledield.
This allows users to jump between screens by typing the name of the screen in the field.
A link to the screen displays below the field. Click the link to navigate to the page.

Sandata

EVV

Q, Navigate Modules man

Manage Users
Manage User Roles

Online Manual

6/11/2020 Agency Provider Participant Guide Page2¢7
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3. To accommodate users thegquire more time, when a user remains idle $pecified
period of time the systemdisplaysa warning message asking if they require more time.

If the user does not respond to the pratwithin 2 (two) minutes, Sandata EVV
automatically time out.

Info
Q Your session is expiring.

CLICK TO EXTEND SESSION.

Canmon Functions of Sandata EVV

This section descrédgs common functions within Sandata EVV. Here is an example with the
different items that are typically displayed.

Visit Maintenance Visit Maintenance Manage Visits o

eA[munL 10060 - alayne@sandata.com -9 LoG ouT
CREATE CALL

Select a Visit

DATE RANGE MM/DD,

cuent EmpLOvEE
10/02/2017 g to  10/06/2017 =] Enter Client Enter Employee

Select Category Select Payer Select Visit Status

LTER VISITS BY

All Exceptions

caLTYRE

Select Call Type

Al Select Department
SAgE'ITIMES RESET 0
Q SEARCH || cLEAR @
@ Show: 50 v perpage Show Display Options

PPN 0 @Show\ng‘\\oSofSenmes
Client Name & EmplnyeeNaan Service & VisitDate $ Callln 4 Callout % CallHours & Adjustedin  AdjustedOut  AdjustedHours  BillHours  VisitStatus & DoNotBill  Actions
Kellerman, Jayden 000-12-3456 .@ 10/06/2017 03:32 PM ° [—1 Incomplete @I

° °
Kellerman, Jayden 000-12-3456 . 10/06/2017 02:30 PM . (-1 Incomplete 7’

2 2

Page2¢8 Agency Provider Participant Guide 6/11/2020
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Common Functions in Sandata EVV
Here is a list of items commonly found in Sandata EVV.

Item Name Description
1. | S — l;l:tvk:gatlon Systemand which screen is displayed.
Displays the account the user is logge:!
Account into and the username/email address «
2 s 2eznazscom - | @Nd User the usercurrently logged inFor more
Display aboutthese fields, see the section
Sandata Header.
2 Log Out Logs he user out of the system and
3. ® LOG ouT Button displays the logn screen.
Clicking this icodisplays a calendar
from which the user selects a date.
Calendar T
4 g lcon - s .;.u
L
Located in list fields, clicking this icon
displays the list.
Show List | US/Eastern
5. ¥ lcon Select Time Zone -
US/East-Indiana
US/Central
US/Arizona
US/Aleutian
US/Alazks =
When advanced filter settings are
Save : . .
Settinas displayed, this button will save selecte:
6. SAVE SETTIMGS g search fields so that they will be
Button ) . .
displayed again at the next user login.
Reset If search settings have been saved, thi
7. RESET Button button will clear them.
6/11/2020 Agency Provider Participant Guide Page2¢9



€y Sandata

System Overviev

Iltem

8 Hide Advanceg Filter Options
9. Q SEARCH

10. CLEAR

11. 12 a

12, Show: 10 Y perpage
13. Showing 1 to 10 of 89 entries
14, b

15. K

Name

Show/Hide
Advanced
Filter
Options

Search
Button

Clear
Button

Page Listing

Number of
Items per
Page Setting

Page
Contents

List Sorting

Icon

Exception
Indicator

Edit Button

Description

On screens enabled for searches,
clicking this link shows or hides any
advanced filterghat are available.

Executes a search.

Clears a search field or series of searc
fields.

Ths providesa button to go to the start
and end of a list, along with the ability
to display anyndividual page of the list.

This setting allows users to select how
many rows of a list are displayed on
each page.

Thisresults displays shown on pages
on which there areeither lists or search
results.Located at the top and bottom
of each page, thresults displaghows
the list entries displayed on each page
as well as the total number of rows in
the list.

Loated in lists and reports, users can
sort the contents of a list by any colum
that has this icon in its headeClick to
sort in ascending or descending order.

When viewing search results for s
any field marked by a red dotdicates
data thatis missing.

Opens an individual record with its
fields in an editable state.
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Additional Buttons and Icons
The following buttons are frequently displayed throughout the Sandata syste

Button ‘ Function ‘ Description
ADD Add Button Clicking this button adds another row to a listin
CANCEL Cancel Button Cancels an operation and closes the screen.
Check Box F_|II|ng a gheck box enables a feature, clearing
disables it.
In fields that require a timé¢o be entered,
clicking this icon allows the user to select a tim
o) Clock Icon S =
CREATE Create Button Creates a new item in any list.
= DeleteTerminate  Moves anitenfuseri 2 a Ly | Oilhed S
- Button User is prompted to confirm.
FinishButton Completes and terminates a task.
Lock lcon Displays the password to helgth log-in and
password entry
Starts a playback die client Voice Verification
@ Playlcon .
recording.
m— : Radiobuttons allow the user to select one or
Rado Button , .
. @ moreitems from a list.
~ Reactivate Button & 20Sa | jR AUSYkdza SNJ U
prompted to confirm.
Pressing this button begins the client voice
‘ Record Button recording duringhe SMCcallout process.
Refreshes one or sevéifelds on a screen,
m Refresh Button :
usually search fields.
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Button

SAVE

Function

Save Button

Description

Located inData Entnyfields, this button saves
the information that has been entered.

Show Information
Icon

Clicking this icon displays additional informatio
about a system field. For exarepht the login
screen clicking this icon displays a password
being typed in.

NEW PASSWORD

1970MonteCarlo@| @

Stop recording
Button

Pressing this button stops the client voice
recording during the&sMCcallout process.

TERMINATE

Terminate Button

This button movesgither aclient record @ an
employeerecordii 2 a ¢ SNXYA Yl GSF

Page2¢l2
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Sandata Header

This header is located at the top of every screen in the SandatatE&plays key information

about each screen along with functionality to navigate between modules or to log out of the

sysem.

Visit Maintenance Visit Maintenance | Manage Visits

Account: 10010 - Dsandata.com | Enter agency | = LOGOUT

12 . ©

2198

9999

Function Description

1. Navigation Path

This fieldshows a user the exact location in the system and
the current screen.

2. Account and User Display

Displays the account the user is logged into and the
username/email of the user currently logged in.

Moving Between Multiple Accounts

Clickthe small arrow icon alongside the user natoaisplay
a list of accounts for which the user is authorizedccess
Selecting the account number moves the user to that accol
without having to log out and log irgain.

A user must have permissiottslog into more
than one account and the username must b
the same across all accounts

The account the user is currently logged into is indicated b
check box.

3. Log Out

Logs the user out of the system and disgslghe login screen.
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Confirmation and Error Messages
Confirmation and error messages are displayed at the top, center of the screen.

Please select/enter at least one of
the following fields:
Agency

Client
Medicald ID#
Employee
Employee SSN

Success
v

Client was successfully created.

Assignment Buttons

These buttons are displayed whenever a screen has settings that require moving items between
Avaiable and Assignedields, for example in the Security settings. The buttons allow single or
multiple items to be added or removed.

Button Function Description

This button movesll items from the Available field to the

» | |AddAl Assigned field.

— This button moves single or multiple items from the Availat
> Add tem(s) field to the Assigned field. Click on multiple items to add th:
together, if necessary.

] This buttonmoves single or multiple items from the Assigne
< Remove Item(s) field to the Availale field. Click on multiple items to add the
together, if necessary.

This button movesll Items from the Assigned field to the

» | | Remove Al Available field.

Page2¢l4 Agency Provider Participant Guide 6/11/2020



9 Sandata

Security (User Setp)

3 Security(User
Setup)

Module Time
40 minutes
This lesson teaches how to agp, create andnaintain system users.

Module Objectives
After completing this lesson, yauill be able to:
1 define key terminology;
1 access the security module;
1 create and manage users;
1 create and manage user roles; and
1 change your password.
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Key Terminology

Term ’ Definition

Administrator

The person at the agency with the ability to create nesers, assign
roles, system privileges and reset passwords.

Client A person who receives services through the Medicaid program

Privilege A single permission.

Role A group of priiteges (permissions) assigned to the user which allows t
user to performvisit activitiesn Sandata EV.V

Security The module in SandataVvV where users (office staff) are set up to use
the system.

User A person with a unique login and passwordSandita EVV.

Username ¢KS dzaSNNna SYFAf | RRNBaao

Page3c2

Agency Provider Participant Guide 6/11/2020



9 Sandalta

Security (User Setp)

Introduction

SandateEVV Security Settings
The Security settings Bandata EV&llow Administrators to:

assign user roles to specific usgers

create user roles and assign system privileges to those;roles
assgn system privileges

grant and revoke system privileges

reset user passwordgdsnd

resetown password

= =4 -4 -8 -8 -9

Accessing Sandata EVV Security

From the Sandata EVV Main Menu clgcurity. The Securitypanel expands and displays three
sections of security settirgg

Sandata & Security -

EVV

Q. Navigate Modules
s Manage Users

=2 Dashboard

Manage User Roles

o Visit Maintenance

|l Reports & Exports

Change Password 3

= Data Entry

8, Security

E Online Manual

The security settings &ndata EVV are divided into three sections:
1. Manage Userg This section allows the user to create and maintain users.

2. Manage User Roles Roles allow the system administrator to group privileges and
assign them to usersfthe EVV system.

3. Change Password Thissection allows the logged in user to change his/her password.
Manage UserScreen Overview

¢ KA a szy()(m 2y Ftt2ga G§KS ONXBI SdhcﬁgéE\l‘.WsérsaYel- y I3
staff members that are authorizkto use Sandata EVV. Their records can be searched, created
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and deactivated. Attributes user information, roles and privilegesan be edited. User
accounts can also be locked and/or unlocked and, if necesspassavord can be reset.

User Managemem Security /| Manage Users Account: 10060 - alayne@sandata.com ~ @& LOG OUT
Select a User 0 CREATE USER
USERNAME e FIRST NAME LAST NAME

Enter Username Enter First Name Enter Last Name
Show: 10 v  perpage

1 2 3 4 5 > » e Showing 1 to 10 of 50 entries
Username % Account Status First Name # Last Name b Actions
ABAGGA@SANDATA.COM OPEN Ajay Bagga 0 / ‘!‘e
ADAVYDOV@SANDATA.COM OPEN Arushan Davydov ra
ALAYNE@SANDATA.COM OPEN Andrea Layne I
ASO@SANDATA.COM OPEN Angel so /W
BFOX@SANDATA.COM OPEN Bob Fox I’
BHAUMIK.SHAH@PIVOTPOINTSECURITY.COM LOCKED bhaumik shah e |
BRENDA.DANGER@SANDATA.COM OPEN Brenda Danger ra
CACCONSULTING@HOTMAIL.COM OPEN Amy salinas Fa
DAVE@AKFPARTNERS.COM OPEN Berardi Dave '
DCOLON@SANDATA.COM OPEN Devika Colon I’

1 2 3 4 5 > » e eshowmg1 to 10 of 50 entries

1. CREATE USERsedto create a new user profile.

2. Filters¢ Allows for a search by eith&f'SERNAME, FIRST NAMEAST NAMEr a
combination of the three.

SEARCEHK Retrieves the related information based upon the filters used.

CLERCc Deletes the information from the filtefields to allow for additional searches
with new criteria.

5. Page Navigation Allows for navigating through the list using page numbers or arrows.
The number of pages displayed is dependent upon the number oftses

6. Showc Allows for input of how many dnes are shown per page and displays the total
number of results returned.

Editc Edit a user.

8. Deletec Inactivate a user.

Page3c4 Agency Provider Participant Guide 6/11/2020



TECHNOLOGIES

G
) Sandala

Security (User Setp)

Searching for Users
Search for users from thdanage Userscreen.

1. ClickSecurity>Manage Users
2. Input the appropriate criteriguser name, first name or their last name) in the appropriate

fields to filter the results.
3. Press E&nter>(on the keyboard) or clicREARCH

If the user is found, theinformationdisplaysDependingon the criteriaentered, multiple entries
candisplay

A search can be conducted with no criteria added, resulting éoraplete list of usersPress
<Enter> (on the keyboardpr clickS S EARCH

Perform additional searches by clickldge ARand enteing new search criteria.

6/11/2020 Agency Provider Participant Guide Page3¢5










































































































































































































































































































































































































































































































































































































































